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0.

FOREWORD

0.1 This Indian Standard (Part I) was adopted by the Indian Standards Institution on 8 April 1976, after the draft finalized by the Publications and Graphic Technology Sectional Committee had been approved by the Executive Committee. 0.2 Research and development (R&D) reports have emerged as a distinctive form of technical literature brought out by various technical institutions and agencies. These reports contribute to the rapid and effective communication of information on specific topics. They introduce the results of research and development into the common fund of knowledge :md permit their use as a basis for action. The effectiveness of R&D reports greatly depends on the clarity and completeness of their contents and on therr presentation. At present there is no uniformity either in regard to the sequence of various elements of information in the reports or in the presentation of their content. Guidelines on these and other aspects of R&D reports will simplify their preparation and presentation and enhance their utility. 0.3 This standard will be published research and development reports. in several parts. This part covers

1. SCOPE 1.1 This standard (Part I) provides guidelines production aspects of research and development 2. TERMINOLOGY 2.0 For the purpose of this standard, 2.1 Research and the results of, or invrstigation, the following definition shall apply. for the reports. presentation and

Development Report - A document which states progress made with, a research and development I`

IS:SOlO(PartI)-1976 3. SECTIONS OF RESEARCH AND DEVELOPMENT REPORT

3.1 The sections of a research and development report should preferably be arranged in the following order: a) Front Cower b) Preliminary Page3 1) 2) 3) 4) 5) Title page, Summary, Foreword, Table of contents, Abbreviations*, and

6) Signs and symbols*. c) Body of the Report

1) Introduction, 2) Theory, 3) Experimental part, 4) Discussion, and
d) End Matter 1) Acknowledgement, 2) 3), 4) 5) References, Appendices, Tables,* Illustrations*,

5) Conclusions and recommendations.

6) Graphs*, 7) Bibliography, and 8) Index.

3.2 This stan&rd ZBBWWX& the %raditirt~~I prz&e of presenting conclusions and re commerr&ionf ,after experime3+r,alprocedurq results and discussion HUXSXXX,for *or.ts &en&d espe&lly fur management, it is advantam YZO place the ~ondzx&m and recommendations immediately after the introducrioe. ,*
`If not included in the body of the report.

4
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IS : 8010 ( Part I ) - 1976 3.2.1 This organizations
alternative arrangement may consider it more appropriate. be followed if the sponsoring

3.2.2 The normal features of a research and development report are as given in 3.1, though not all of these items find a place in a research and development report always. 3.3

Front Cover -

The front cover should give the following: in full; responsible is approved

4
b)

Report number; Title and sub-title

4 4 4

Author's name; Corporate source, that is, the name of the organization for the report, its monogram and acronym; and The year and month in which the completed for reproduction. examples of report numbers established document

3.3.1 Typical
Examples 1 and 2:

are given below: by the organization produc-

An alphanumeric ing the report:

designation

Cement Research Institute of India Research Bulletin No. 2, 1974, appears as: CRI-RB-2-74 Indian Space Research Organization Space Centre Technical Memorandum appears as: ISRO-VSSC-TM-155.75 Example 3: nating An alphanumeric the report: designation established

Vikram Sarabhai No. 155, 1975,

by the organization

dissemi-

A report prepared in 1974 under contract to the Department of Science and Technology, designated Technical Report No. 154 by the Indian National Scientific Documentation Centre (INSDOC) appears as: INSDOC-TR-154-74 Example 4: An alphanumeric designation derived agreement number of the sponsoring body: from the contract, grant or

A report prepared in 1974 under Atomic Research Centre, designated Research Progress Report under appears as: BXRC-EMR-PR1743-74

contract to the Bhabha as a BARC Extra-Mural contract number 1743

1*

IS : 8010 ( Part I ) - 1976
3.3.1.1 The number of characters in the report number, including conventional signs and spaces shall be kept to a minimum and shall not "I'his ii; to facilitate computer processing. exceed 32. 3.3J.2 right-hand at the top corner and Fig. 1 p 11 3.4 The report number shall be printed horizontally in the top It shall also be printed verticaiiy cor..ler of the fronL cover. left-hand corner and T;ertlcaliy in the bottom right-baud coloured to facilitate identification ( 5me may be suitably ). -- The ti!!e-pag<: number; and sub-title; name; .tuthority, source; of the report; the sales point if any. if different from the corporate if any; shall inci?ldc the foilowing:

Title-Page Rejxxt Title

A~thor's Approving Corporate Year

and month

Price, if any, and source; and

h)

Security

classification,

3.4.1 Back of tile Title-PageAny special notices required by the sponsoring authority shall be given on the back of the title-page, for example, limitations on reproduction, security, legal information, safe'y and disposal instructions. Organizations issumg reports lo precautions, which restrictions apply shall, if possible, indicate the period for ~hl& the restrictions remain in force. 3.4.2 appear, Information given on both the front cover and the title-page as far as possible, in similar positions. title should be concise and shouid indicate clearly shall

3.4.3 The of the report. 3.4.4

the subject

The title of a progress report shall specify the period

covered.

3.5 Summalry ---The summary shouid be an informative precis of the entire work. A concise description Gf the methods, results and significance A mere expansion of the title should be of the work should be included. The emphasis to be placed on various aspects will deperrd Gn the avoided. Particular attention should be paitl to nature of the work being reported. the writing af the summary as it is one Gf the most important elcrncnts of the report.

1'

3.5.1 ?`he summary title-page.

should n~rrnally t,

appear

on the page

follol\ in;; the *

IS : 8QlO ( Part I) - I976 3.6 Foreword - A foreword designed to define and emphasize the h;ckgroulrd of the study may be given on the page immediately Following the summary page, and before the table of contents. 3.7 Table of Contents - The table of contents shall fa!low the forewczd and shall `begin on the succeeding page. The principal headings shall be listed vrrbatlm and in the order in which they appear in the reForL with the page number on which each of them begins.

3.7.1 Where two or more parts of a multi-section report are produced sim!l!tan~ously, the complete table of contents shall app!car in the first part. The Fecund and subsequent parts shall contain a table of contents specific to that particular volume.
3.1.2 Eacli section of a multi-section report shall contain a statement 0-i the plan of the whoie work and the .intcnded total number of sections and sc.>pe cf each, as wcil as a table cvt'contents specific to that particular WCilOll. ?`hc final volume shah contin a complete contents list for the whole series. Where a multi-section report is produced in parts at intervals of time a full table of ::ontents should be included as an addendum to the final volume. 3.8 Inatrodmctian - Every report shall have an introduction which should include in the first paragraph a succirct st;Atement of the cbjective and the scope of the work reported. The introduction should relate the work described t3 the historical background with salient fea.tures in a concise Xt should avoid a detailed discussion of the results as a repetition manner. of the discussion section, nor should it be a sample repetition of the contents of the summary.. 3.9 `T&ory - In certain cases, the report may be primarily of a theoretical rather than an experimental nature. In such cases, theory should be sl.ib,stituted for experimental procedure and results. Where results embrace a detailed theoretical treatise in addition to the esperimental work, theory shall precede experimental procedure and results. 3 JO Erperimenta"r Part -.. This section concerns the manner in which the work was carried cut and the results obtained. EmI)hasis should be given apparatm and (n any!:hing new; only very brief details of rstandard tcchnicl!rcs should be presented. Ifit is desired to bring out experimental aspccls irl greater detail, these should be given in an appendix. 3.10.1 As a general guide, details should be just sufhcient to enable an adequ;?tcly skillerl or knowledgeable worker in the field to retrace the steps of the irrvcstigdtion without undue dilliculty. 3.10.`2 NO?T:dl~ the expe-imenial section subsel,tions for clear presentation of the subject 3.3[?;.3 `1`;~ rcs::lts s'lol,ld
fCJrm the

will embrace matter. sub&ions.

a number

of

uitimate
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- The discussion is the interpretation of, and/or commentary on, the results and the reasoning on which the conclusions are founded. It may also attempt to shed light on the work in terms of.new or exteuded principles or theories in the field covered. A separate section should be formed wherever it is practicable even though it may be difficult to separate discussion from the preceding experimental procedure and results. 3.12 Conclusions and Recommendations mendations should be clear and precise. Conclusions and recom-

3.11 Discussion

3.12.1 Conclusions represent a clear and orderly presentation of the deductions made after full consideration of the results of the work. Quantitative data are not inappropriate but the details of an involved argument or result should not be included. 3.12.2 Recommendations are concise statements of further action considered necessary as a result of the concltisions reached. They arise directly from the conclusions and should be fully justified by the work covered in the report. 3.13 Acknowledgements - Acknowledgements of help given in carrying out the reported work or in preparing the report. should be made in a section succeeding the discussion. 3.14 References - References shall be provided for works mentioned in the text and shall be listed and numbered in the order in which they first appear in the text. ? he bibliographical form shall conform to IS : 23811x3*. Where an original source is quoted from an intermediary source, both shall be cited, with the intermediary preceded by the words ` Quoted * , To avoid ambiguity it is recommended that titles of periodicals should E gbbreviated in acco&nce with IS : 18-1970t. 3.15 Appendices - Appendices give detailed explanations of methods and techniques summarized in the main text together with supplementary matter which it would not be appropriate to include in the main body of the report. 3.16 Tables and IIlnstrations - Tables and illustrations should preferably appear at the appropriate places in the body of the text, but where space considerations or reprographic techniques preclude this, they may Tables shall conform to the to form an appendix. `b e put together recommendations given in IS : 4731-1968$ and IS : 6660-19723.
*Recommendations for bibliographical reference. alpllabet (jht tGuide for abbreviations of words in titles of periodicals using Roman rcoisiotr) . fGuide for preparation BGuide for illustrations in books.

of manuscript of an article in a learned periodical.

8

IS : 8010 ( Part 3.17 Bibliography

I ) - 1976

-This is a list of references in addition to those cited in the text of the report. If Included, the bibliography should indicate whether it is comprehensive or selective.

3.18 Abbreviations - If a list of abbreviations is included it shall be at the position indicated in 3.1 (b). The list should contain only those abbreviations which are not in common usage. At the first instance of their use in the text, abbreviations, especially acronyms, should be accompanied by an explanation of their meaning.
3.19 Signs and Symbols - Signs and symbols used in the report should comply with the relevant Indian Standards on the subjects or other generally accepted systems of nomenclature. A list of these should be given along with the units of measurement, arranged in alphabetical order at the position indicated in 3.1(b). Greek symbols should be arranged separately. 3.20 Index-A

IS : 1275-197s*.

lengthy

report

should have an index

complying

with

3.21 Abstract-The abstract of the report shall follow the index. It should preferably be given on a separate pertbrated sheet and shall conform to IS : 795-197St. 3.22
Back Cover - The back cover should not contain any material necessary to the understanding of the report. 4. PAGINATION AND NUMBERING

4.1 Page Number -Pages shah be numbered in international form of numerals consecutively throughout the report. If sheets are printed on both sides, blank pages shall be avoided wherever possible, but ifthey occur they shall be counted in the page numbering. 4.2 Section Number - Sections shall be numbered throughout the main body of the text and appendices. The numbering of sections in appendices shall not repeat that of the main text. International form of numerals shall be used for section numbering. If necessary, the alphabet or Roman numerals may be used for appendices. 4.3 Reference Number - Identification numbers, letters or marks for literature reference shall be printed as superscripts or, if on the line, in parentheses ( round brackets) immediately following the relevant word or phrase in the text. Different sequences shall be used for foot-notes and bibliographical refmences, for example, letters or marks for foot-notes and numbers for bibliographical references.
*F.&s for making alphaktkal indexes (&St revision ~Guick for preparation of abstracts (firs? rcvishn ).
).

I*
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IS: 8010 ( Part I ) - 1976 4.4 Other MaterialTables, illustrations, drawings be numbered in international form of numerals. 5. PRODUCTION 5.1 TypeTypefaces, interword chosen as to facilitate reading. spacing and the line spacing shall be so and graphs shall

5.2 Non textual Matter - General engineering drawings to the requirements of IS: 696-1972* and architectural drawings to IS : 962-1967t.

shall conform and building

5.3 Sizes - The page and cover shall be in A4 ( 210 x 297 mm ) or A5 ( 148 x 2 10 mm ) as may be convenient. 5.4 Margins -The given in Table 1.
TABLE SL No. 1

margins

for printed
MARGINS r-------

reports
FOR

of A4 and

A5 sizes arc
REPORTS

RECOMMENDED
POSITION

TECHNICAL

MINIMUMMARGINS h_________ A5 Size A4 Size (3) (6ems) (7 (3 (9 ,, ) $9 ) 9, ) (4) 15 mm (34 ems) 19 31 (44 >, ) 23 >> (54 I, ) 27 ,, ( 64 2, )

(1) i) ii) iii) iv)

(2) Back Head Fore-edge Tail

25mm 29 >, 34 ,, 38 ,>

NOTE 1 -In the case of A4 size, if the report is centre-stitched or section-sewn the margin as recommended may be given. If it is side-stitched then the back margin should be increased by 5 mm. NOTE 2 -In page number. the case of A5 size report, the margins exclude document number and

5.5 Columns --For printed reports in A5 size, text is usually presented in a single column. The left-hand margin shall be aligned. The right-hand margin, if unjustified, shall not display excessive differences of line length For in continuous text, normally f 5 @cent of the notional line length. printed reports in A4 size, two columns may be used if it is necessary to present a substa.ntial amount of material. 5.6 Covers - Gover papers should be of sufficient contents for a reasonable period. strength to protect the

or permanent 5.7 Binding - Any style of binding, givin, u a substantial anchorage down the left-hand side of the report is acceptable, provided it allows the text of the report to lie reasonably flat without damage to the spine.
*Code of practice for general engineering drawings`(`~econd ruitioti ).
1 Code of practice for architectural

and building drawings (jrst revision ).
4
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